Step 2 Hire an Employee

Hiring: e Admin Intern, TS Coop, & Temp

Manager

EDIT JOB REQUISITION
EDIT JOB REQUISITION — INITIATE THE HDJ PROCESS

1. When you are ready to initiate the HDJ process, you can find your
requisition three ways. From the Search Bar:

a. Type the Requisition Number (i.e., JR-000665) that is tied to
the position. You may need to click All of Workday to have the
job requisition show up when searching.

b. Type View All Positions RPT802, select report, fill in
Position Status, and then find position.

c. Type My Open Job Requisitions, click OK, and then find position.

@lOWADOT Wc@)y,\ EDUCATION

Search Results

Categories

Comman
Azzets
Eipenzes
(Organizations
Payrol
People
Processes
Procurement
Projects
Recruiting
Revenus
Security

Staffing

All of Workday

Time Off and Leave

Search Results 1items

Al of Workday

JR-000665 Administrative Intern {Open) Job Requisition

Tip: try selecting another category from the left to see other results

Your screens and processes may vary somewhat from this document.
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After you find the job requisition, click the Related Actions button Continue to select the type of candidate from the list below.
for the Position and then click Job Change > Edit Job Requisition.

& Edit Job Requisition > HDJ - F

‘. " oo JR-000665 Administrative Intern JR-000665 Administrative Intern (Open y ) ‘ ecruiting Information

1

Recruiting Instruction

Back

On Recruiting Information screen, click to edit Reason.
Click Next to the Job Details screen. Leave as is.
Recruiting infonmatior Click Next to go to Organizations screen. Leave as is.
. Click Next to go to Attachments.
L“ o I:I Click Add to attach documents listed below. You can add a zip file.
Please name each document accordingly before attaching.
Clickon = in the Reason field, then select the type of candidate from

the list below.

Recruiting Information

Back

Your screens and processes may vary somewhat from this document.
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10.

11.

12.
13.

14.

15.

16.
17.

18.
19.

Review and verify all information on the consolidated summary page is
correct.

Note: If you want you can print this summary by clicking in

the upper right corner on the print icon.

In Comments section of the summary page, add the name of the top
candidate.

Click Submit.

The HDJ will be routed for approval up through the appropriate levels
and the EEO/AA Partner in OES before being routed back to you.

When routed back to the manager, you may get an inbox item with the
post-offer screening instructions with a link that includes information
(conditional offer letter, post-offer pre-employment physical exam and
pre-employment drug testing) for this hire. Please print any
documents needed and follow instructions.

Here is the link that includes information for this full-

ime hire:

Otherwise - Manager will get inbox item Make Offer > Review
Instructions and click Submit > Click To Do to be taken to your next
inbox item — Acknowledge Acceptance of Offer.

Click Submit.

Make sure to code all applicants in NeoGov after offer has been
accepted.

Click To Do for create pre-hire.

Read instructions, write down JR Number and click Create Pre-Hire
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20. Add JR Number in comments. Include First and Last Name in Legal

21.
22.

23.
24.

25.

Name tab. Then go to the Contact Information tab and enter email
address and if the email is either Work or Home and personal phone
number and the type.

Create Pre-Hire

nnnnn

Ao Duplicate Mame

I Legal Mame Information I

Counary > United States of America =

Prefix

After you entered information in for the Pre-hire, click OK.

You will see a summary of the Pre-Hire information just entered on the
previous screen.

Click Done.

You will be taken back to your inbox item Create Pre-Hire. Click
Submit at the bottom to move onto the next step.

Read instructions and click Hire Employee

Your screens and processes may vary somewhat from this document.
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26. Choose Existing Pre-Hire and enter name of employee you just
entered in the previous Pre-Hire step.

Hire Employee

Supervisory Organization * Office of

Job Requisition

27. Click OK.

Hire Employee
Eric Test (Zms)

HireDaie = 0272272019 [

Reagon

Job Details

28. Enter actual Hire Date and click on *= in the Reason field, then select
Hire Employee and choose hire type from list.

29. Remove the date for Continuous Service Date.

30. Attach Offer Letter and Myo (if applicable). These should be PDF
documents, not word documents.
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31. Manager or OESS needs to add the following in the comment section:
HJ Approval Date (OES Approval date), NeoGov #, DOT Reg#.

. DES approved - D2/05/1 B BR#® 15-01110. Req # 45678

Attachments

E Offer Letberaadx o
Drescription

I Offer Letter |

Category # x Emplopes Hire

Sawe for Later Cancel

32. Click Submit.
33. Click Open to be taken to your next step — Edit Government IDs.

34. Please read instructions in red/orange on the Edit Government IDs
screen.

35. When you are ready click @ under National IDs and complete the
Country, National ID, Add/Edit ID fields.

*Country *National ID Type Current ID  Add/Edit ID
X United States of America = *® Social Security Number = 987-65-4321
(SSN)

36. Click Approve.

37. Click Open to be taken to your next step — Propose Compensation
Hire.

Your screens and processes may vary somewhat from this document.
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38. Scroll towards the bottom of the page and click Add under Hourly 42. Type a welcome message in the Message box. You may want to add
wage for employee. When you click #" it will show you Total Base Pay people from the employee’s team to People to Meet box and list the
Range to help you with adding this information. HR Partner in the Helpful Contacts box. (see picture below for some

helpful tips).

Onboarding Setup

Compensation Plan
Hourly Plan 46 second(s) ago - Due 01/10/2019; Effective 01/09/2019

and can't wait for you to start.

Message | Welcome to the lowa DOT! We are excited for you to be j a
Tl loyee to the team.

his is a good place to add a message welcoming your
Total Base Pay Range People to Mest - Add some people

I
14.55- 2120 USD Hourly Helpful Contacts - It might be h:lpf

Amount * People to Meet

14.55 Select People

Notify

Currency ¥*
x USD

Helpful Contacts

Frequency % Select People

Notify

> Hourly

39. Click Submit. 43. Click Submit.
40. This will now route to an HR Partner, 2" level HR Partner, DAS, and IT 44. This will now be routed to an HR Partner. Once HR Partner approves,
before being routed back to Manager. then the system will send email to employee with message and

41. When routed back to manager, they will get an inbox item — onboarding instructions.

Onboarding Setup for Hire. 45. The new hire will receive the email with instructions on how to access
Workday and begin entering their personal information to get ready for
their first day.

/\ Your screens and processes may vary somewhat from this document.
Confidential ©2018 Workday, Inc.
PIOWADOT workday. | ebucation onfdenta @218 oy e | 5




Step 2 Hire an Employee
Hiring: e Admin Intern, TS Coop, & Temp Manager

46. The will see the steps below: Enter Contact Information will have to be b. Enter Personal Information: Gender, Date of Birth, Race/
done first, but the other can be done in any order up to the Federal Wj. Ethnicity, Citizen status (If they do not enter the last 2, then it will

a. Enter Contact Information: Address & Phone number.

Home Contact Information

Primary Address

A, i

Additional Address

Al

Frirmary Phone

& i

Additional Phone

A i

Prirmary Ermail

Additional Emai
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give the manager a to do for visual and enter information).

Veteran Status Identification.

d. Emergency Contact Information: Legal Name, Relationship,

phone (landline, mobile, fax) or email (work or home).

e. Payment Options: Bank Name, Routing number (will get error if

not correct), Account number.

i. Review and submit.

f. Review Documents: State of lowa Employee Handbook, Medical

Emergency Fillable Form, Work Rules.

i. They must check "I Agree” on each one.

g. State and Local Withholding Elections

i.  Will get message below first.

Complete State and Local Withholding Elections

7 minute(s) ago - Effective 02/22/2019

If you do not select an option for Marital Status, it will default to Single.

Worker Peanut Test (00285)

Company ® 843 lowa Depariment =
of Transportation

Effective Date ozrzarzome

State # | X lowa =

Withholding Form Type & | % 1A W-4 - Withhalding =

Cancel

Your screens and processes may vary somewhat from this document.
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ii. Then the new hire will see below. h. Once they refresh their screen, then they will get the Federal
Withholding Elections.

Marital Status =

i. They must enter Marital status for Federal.

Personal Allowances 0
Dependents 0 W-4 Data
. View Blank Form
Itemized Deductions 0
) Nonresident Alien
Adjustments 1o Income Allowances 0
If you are a nonresident alien, see Nofice 1392, Supplemental Form W4 completing this form.
Child and Dependent Care Allowances 0 Last Hame Differs from S5
0 on your social security card, check here
Total Allowances Youmust call cement card
Marital Status * =
Additional Amount 0.00
If married, but legally separated, or spouse is & nonresident alien chooss Single
Exempt Kumber of Allowances ]
Total number of liowances you are claiming (from ¢ & workshest on the Form Wd instructions).
Military Spouse Exemption Additional Amount 0.00
s # Domicil Additional amount, if any, you want withheld from each
tate of Domicile empty|
: Exempt
Legal Notice Your Name and Password onsidered as your rmpticn from withholding for 2018
your confi f the information being submitted. \ & right to & refund of
| Agree
1. Under pena
best of your knowledge and b < Jeta LEGAL NOTICE submitted. When you click in the
2. You understand that your payroll tex is & legal and binding
transaction 1. Under per nd to the best of your knowledge and belief, it is true, cormect, and complete.
LT . transaction.
3. You understand that all submissions are contingent upon acceptance by your Payrall ur Payroll represemative.
presentative.
representative . f you do not wish to u your Payroll Department for & paper copy of the form.
you do nat wish to use the electronic signature option, please contact your Payro The formis not valid wi
nai r comy ¢
E)e. rtment for & paper copy of the form. - .
= not valid without & signature
| Fy that | am ithed to the number of withholding allowances claimed on this
2, orif ¢ ing an exemption from withholding, that | am entitled to claim the
P Save for Later Cancel
pt status.

| Agres *

ii. Ifthey claim exempt, then it will route to payroll.
iii. If they claim exempt or 22 or more, then it will route to payroll. i. ToDo: Complete I-g.
i. Review theirinformation, state citizen status.
ii. lagree box.

iii. 1did not use a preparer or translator, or a preparer and/or
translator assisted the employee in completing section 1.

Your screens and processes may vary somewhat from this document.
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47. After HR has completed their steps the manager will receive an inbox
item Other Onboarding Procedures, this is a list of things to have
ready for the employee’s first day.

48. Read instructions and click Submit.

49. As the new hire completes their Onboarding steps in Workday, the
manager will receive an inbox item to Complete I-g Form.

a. The Manager will need to review physical documents from the
employee before completed.

b. Then select the documents from the applicable list(s) on the I-g
Form and fill in the information needed for each document.

50. Once the manager has completed it, then it will go to HR Partner.

51. The supervisor may get the inbox items below if the employee did not
answer them in onboarding.

Complete Visual Survey for Employee: Personal
Information Change: Peanaut Test (00285)

3 minute(s) ago

Complete Employee's Citizenship Based on I-9:
Personal Information Change: Peanut Test
(D0285)

3 minute(s) ago

52. Follow to do for each > Edit Personal Information > search employee’s

name.

Race/Ethnicity - Visual Survey

Hispanic or Latino
Mo

Race/Ethnicity

EDUCATION
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Citizenship Status

Citizenship Status

53. Follow instructions for each and click Submit when finished. This will
go to HR Partner to approve.

54. The manager will also get an inbox item — Update Emergency Contact
Envelope.

55. You have officially hired a new employee!

Note: If you have any questions, then please reach out to your HR Partner
in OES.

Your screens and processes may vary somewhat from this document.
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